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ABSTRACT , • 

This occupational skills liretructional Bodule on • 
understanding , self is one of tvelve i^ing up a curriculum guide on 
the huaan asipects of working in organiaaticns. Bodules are designed 
for utilization at various educational levels ranging ^ro« high 
school to adult and continuing edu cat ib^ either in acadeiic or 
vocational prograis. This module is bxganize'd into eight sessiions: 
(ij and (2) self concept, (3) how ve see others, (4) and (.5) ho« we 
th.ink and feel, (6) values, (7) personal interests, and (£) self 
evaluation.. Each session is arranged according -to the following 
coaponents: topic; objective; skills eiphasized (a listing of. 
specific skills, e.g., getting along with. ethers, knowing ybur 
strengths and weaknesses) ; notes on the iipcrtance of the session 
topic; list of aaterials and eguipaent needed (a copy of each student 
worksheet, transparency and/or handout is included) ; activity > 
(description of how to conduct activity^; and fcllow-up "(discussion 
questions or activities to assist students in suwiarizing or' 
evaLluating the ^session topic). Teacher i-esocrces including the 
titles, sources, and descriptions of books, articles, and audiovisual 
aids conclude the lodule. A 16-itea bu It Iple choice test fox use with 
this Bodul^ is available in docuient CE 6l8 569. CE 018 556 describes, 
the twelve nodules and. their development. (JB) 
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the twelve ^^^tional Survival SkilJ.s Modules are not 
numbered. mffipTuctovs are encouraged to use Modules in 
any order best fits their needs; 



Mod i|le Outline: 



Students will gain an awareness of »how their understanding of 
themselves can affectv their success in work situations. 



Topic Outline: 

Introduction : 
Session One : 
Session Two : 
Session Three: 
Session J'our : 
Session Five : 
Session Six : 
Session Seven: 
Session Eight: 
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Understanding Self: 




People are constantly learning about themselves. Self understanding is a 

life long process because people ar^ constantly changing. One way people can 

learn about themselves is to find out bow others see them. JBy comparing the 

way they see themselves, to the way others see them, Ipeople can develop awareness 

of their own strengths and weaknesses. Workers need. to be aware of how others 
see them in order to form ^od relationship's with th^elr .employers, supervisors, 
and coworkers. 



How a person sees others can be another clue to 
PeopTe's 



^elf understanding. 



moods, 
experiences,- 
j prejudices, and 

. thinking habits 
^ / 

all affect the way they see others. In addition, othei: people sometimes serve ^ 
as mirrors to our own feelings and behavior. Behavior Which particularly 
annoys us in others may reflect behavior we do not want to Irecognize in our- 
selves. In work situations people form their attitudes toward their jobs partly 
pn thie basis of how they see others. . ' . 



Some people believe they have no control over their feelings. However,* most 
people can learn to control their feelijigs by using a fairly simple principle: 
WE FEEL AS A RESULT OF THE WAY WE THINK. By changing habits of thinking,! workers ' 
can learn to deal with difficult situations calmly and confidently. f 

Another important; way people can learn about themselv^s^^is examining ' 
their values.. People's values affect their woricing lives in several wkys. 
When choosing occupations,, people must decide what is important to th^i^. - For 
example: ' ... » 



Is a high salary • Important? 
Is interesting work important? 
Is opportunity for ^advaripemen^* important? 
Is security Important? 



I 

li fe - 



A" combinatioh of these and mother factors may be valued by worker^* The 



satisfaction workers dierive from their occupations depends partly dn , their 
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values. In addition, some sltuatii>ns may aiclse In which workers m^st deal with 
conflicts of values^ with their coworkers or employers. • . 

People's Interests can -help them ^decide on suitaMe otrcupatlonp. Sometimes 
' workers fflnd themselves In work which doe3 not Int^erest them. As a result, they 
may feel dissatisfied and perform their work ^poor^^'. One way of examining 
, Interests is to detenfllne the extent to whlcli data, people, and things are 
'involved. Some people enjoy working with different kinds of information: ot data, 
such as numbers, ideas, and words. ^Others like- working with people in teome way, 
such as selling, teachings serving,* or supervising. Wor^rs who enjoy driving 
vehicles, using tools or machines, or maRcing products are exafttples of people wjio 
enjoy working with things'. Many occu||^tions involve working with a conibJjigitlon" 
of people, data yid/or things. For e»mple, a. travel ageut h^ps people make 
their traveling plans by using ,lnformat)Lon (data ) contained ±n schedules and 
- other sources. * . . ^ ^ \ ' 

Most people can bepef it? by loofcing at themselves; honestly and discovering 
areas in vrtiich they want to improve themselves'. * The activities in- this 6odule 
provide opportunities for people to ^xanfl.i;ie /themselves in relation to^^ork slt-^ 
uations; • v 





SESSION ONE 



TOPIC: Self-Concept 



. 1 

OBJECTIVE ; 



After comparing their own self concepts to Impressions 
they make on' others," students' will develop an understand- 
ing of how tlifeir own^self concepts and the Impressions 
they make on others can affect their success in work 
situations. . 



SURVIVAL SKILLS 
EMPHASIZED: 



Getting along with others 

Knowing 'your iltrengths and weaknesses 

Basic speaking .skills 

Basic writing skills 



IMPORTANCE ; 



Hoviujjeople -see themselves affects thelrr success at work. 
There may be a difference, however, between the way people ' 
view themselves and how other people view them*, "in work * 
situation^, how we are viewed by otl\prs Is, important .* The 
aim of this session is to alert students to sokq of the 
differences between the way they view themselves and the ' 
way others view them,- A good example of this is the persoii 
who thinks of him/herself as shy, but is viewed by b^her 
people as cool and unfriendly.^ 



' MATERIALS AND 
' EQUIPMENT: 



Student Worksheet #1 - Getting to Know Me > 



ACTIVITY: Getting to Know Me 



1# Distribute Student Worksheet #1 - Getting to Know Me , 

2. * Have students ea'th list-^ten qiffestions a person coulc 
ask them to get to know them better. Some examples 
might be:- 

• If you could .have one wish, what would it be1 

• What kind of future are you planning for yourself? 

. ' UNDERSTANDING ^LF 3 
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• What makes you happy? ^ * 

• What mal^s you aagry? , 

■ * * - . 

3. Haye .students choose a partner* . One way of ^ pairlng^^^.,^ 
students for the activf£y~is to have students choose 
ehe person, they feel they knott the least. 

4. Have the stiidehts exchanie the lists they have written 
► . ' on Student Worksheet jH with their partners. Have 

students ask each other the questions they have vrltten. 
The partner is Fo write down the responses to the ques- 
^* ' . ' , tions. * ' ^ 

5. , After each pair of Students has had ah opportunity ^o 
^ ^ \ write responses to t^ ten questions, have them join 

. .another ket~df partners so that there will be four 

students per group. ^ / 

6. Have each student in the groups of four'' describe his 

, ■ or her partner 'to the other group memb^^rs. , Encourage 
students to describe their partners, in .their own words 
^ rather than simply reading from the worksheet. 

' ' *, - 

7. (Jroup, members shottld be given an opportunity, to correct 
^ ^ , or change the impression of themselves described by ^ 

~ their partiifics.'^ 

■ ■ . : - ■' 7^ 

FOLLOW-UP : Summarize- the session by asking the following, questions: 

* 

^How well did the questions your partner wrote help 
^ ^ -"^^u "to know your partner? 

• What did you learn about yourself during this activity? 
V • . 4bout hov othersijsee you? • " 

' • After spending several minutes -with another class 

member, how. well do you feel you know the person? 

* . 

^ • When you were writing questions, did you avoid or 

hide an Important aspect of your life? Why? 

" • Did, you have difficulty revealing your own opinion 
\ ^ of yourself during this activity? Why or wh^not? 

• How can the opiniohs of others help you u^de^tand 
yourself beftet? 



• What impression do you think you. make on ot^ere? ' 
How is this* important /in work siltuations? ^' 
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In preparation for SESSION TWO, the 
Instru&tor may wish to assign Student Work- 
sheet #2 - Sel f Rating as -an out of class 
project. Have sjtudents use the rating scale, 
rate themselves^ and ask a friend and a person 
In authority (such as a teacher, employer, or 
parent) to rate them on each behavior listed. 
Have them bring the completed worksheet to 
clas^ for SESSION TWO. Sugg ejst that they fold 
bacK ^ach column after completing, it to avoid 
Influencing the ratings of the friend and 
person In authority. 



. V 



I 



jflWJERSTANDING SELF. 5- 



Student Worksheet #1 Getting to Know Me ; v 

•Make a list of ten questions which your partner should ask you Xo set- a jgood • 
Idea of <Aio you really are. In other .word&scwhat does your partner need- to , 
ask you .to understand your feelings^ beliefs, personality, likes and dislikes? 



1. 



2. 



5. 



6. 



8. 



9. * 



10. 



o ■ 
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TOPIC : Self Concept (continued) 



OBJECTIVE : 



By rating themselves on a variety 6f. behaviors, students 
willj^ identify how they see themselves, how their fytiends 
see them, and how authority figure? see them. 



SURVIVAL SKILLS 
EMPHASIZED: 



Knowing your strengths ^nd weaknesses 
Dependability • V 

Giving an honest "day ' s work 
Loyalty to your organisation 
Working as a team member- 



IMPORTANCE ; 



Habits and i»ehaviors which students have developed at home 
and sch^l^are often carried over into work situations. 
By comparing their typical behavior to behaviors needed 
for job success^ students xan become aware of some of ^ their 
strengths and veakneisses. In addition, studeu4:s need to 
compare the way' they see tliemselves with the way others 
see them. Awareness of Jiow others see them can help stu-=^ 
dents^ decide on changes and improvements they can make in 
order to improve their chances of success in an occupation. 



1 



MATERIALS AND Student Worksheet //2 - SejLf Rating 
EQUIPMENT: ' 



ACTIVITY: Self ^ing 



Y ^* students to examine the responses on Student Work- 

' ' 6he6t //2 - Self 'Rating . Have them compare the follow-^ 

• their friends' ratings to their own ratings 

• the authority figures- ratings to their own ratings, 

• their friends' ratings to the authority figures^ 
ratings * 




ERIC 
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2. Vse the . following questions to discuss the cemparlson 
of the xatllngs of the^three persons: ' . 

/ • • Who rate^d you^ost favorably? Why? ^ 

^^h^ are^ some of the ratings^dif ferent? ^ 

• Which bf the ijatings are t)i^ same of nearly the 

^ same?. Why? • ^ ' ^ 

• • Y . ■ ' • 

• What can you learn aboutWourself by finding out 
how others see you? 

«* ' ■ . ■ 

• Do you wish some of the ratings were. different? 

How can you change the way others see you? 



ACTIVITY: Behaviors lieeded for Occupational Success 



/ 



1. Explain to students that jobs are not tailor made to 
fit the personalities of applicants; rather, people 
often must adapt to fit the "requirements of the job. 
Now students will examine what behaviors are ess.ential 
for individual occupations. 

2. Divide the class into groups of about four or fivef 
Ask each group to choose an occupation and then list 
seven kinds of behaviors that would be essential fbr 
success in this occupation* Students may use the 
behaviors- listed dk Student Worksheet #2, but they 
should not limit their choices to these behaviors. 

3. Ask' students to alsQ list at least seven kinds of 
behavior that might interfere with success in the 
group's chosen^ occupation. 

4. After ten minutes, have a member qf each group write 
the Occupation and bei^aviot^fi^ which 'the group listed, 
on the chalkboard. The following questions may be" 
used for discussion: ' 

•Which behaviors were listed as being essential by 
more than one group? r 

• How would the behaviors listed help a worker to be 
successful in the chosen occupation? Give examples. 

• How could the behaviors on the second list interfere 
with success in the occupation? 

( • Can a behavior that is esisential for success in one 
occupation have bad effects in another? How? 
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• What other factors Resides .the occupation itself 
could determine the behaviors necessary In a work 
situation? (For exami^le, company rules, the 
personalities of supei?ylsors and coworkers, etc. ) 



' 5, , Ask students to think of occupations which Interest 

thism. Referring to Student Worksheet #2, a»k them 
to circle four of the wards that befet describe the 
behaviors they believe would be most Important to 
success In the particular occupation they have chosen. 

' N > \ . . 

6. Ask students to use the backs of the workdMets to^ 

write one treason why each of the behav-tors i:hey circle^ 

would be important to success in the occupations t]iey 
have selected. 

■ " / , • > ■ 

FOLLOW-UP: 1, Have students share their reasons why each behavior is 

Important. 

2. Have students examine their self ratings on the be- 
fiavloj*s they circled, and discuss^ the following 
questions: . * 

• On the basis of your self-rating, do you think you 

' . would be successful in the occupation you have chosen? 

• What changes would you ne^d to make tO' Improve 
your chances of success?, 



• In view of your self-ratirlg, is.the job you chose a 
realistic one fot you? 

• How can you' start making changes that would improve 
yoiir chances of success? 

• What behaviors would be ^especially important in deal- 
fng with persons in authority in your chosen job? 
Coworkers? 



15 
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student WorKBheM #2 Self Rating < 

Here' Is a list of wp which describe different behaviors • In. the column 
labeled SELF, rate yourself on each behavior, using the following scale: 



5 = always 



'V 



usually • 3 = sometimes 



seldom 



never 



After you have rated .yourself on all behaviors, fold back the column labeled 
SELF. Then ask a friend to rate ^you on all behaviors in the column labeled 
FRIEND. 



} 



After a friend has rated you on all behaviors, ask a person who^ is in an 
AUTHORITY position' to rate you. Examples of persons In authority are teachers, 
employers, supervisars, and parents. 



BEHAVIOR DESCRIPTION 


AUTHORITY 


FRIEND 


SELF 


Ambitious 




f 




Cheerful f 






1 


Confident 








Cooperative 


« 






Dependable 








Enthusiaistic 


4 






Good leader 








Hard working / 


> 






Helpful 








Neat - 




» 




Outgoing 








Optimistic 








Patient 








Persistent 








Respectful 








Self-centered 








Serious 








Shy 








Tactful 
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SESSION THREE 



TOPIC: How We See Others 



OBJECTIVE : 



By examining how they see others, students will become 
aware of how their views of others are important in work 
situations. . 




SURVIVAL SKILLS 
EMPHASIZED: 



Getting along with others 

Working as a team member 

Knowing your strengths and weaknesses 

— ^ — -h— — - — —. 



IMPORTANCE:. Sometimes we assume th^t we see others as they really are. 

Actu^ly, our moods, our prejudices, and o^ur past experiences 
affect hdw we see otherfi. As a result, we may interpret 
their actions toward us in different ways. Our view of 
oth^r people affects the way we act toward them, and there- 
fore, it .affects how well wa relate toi)thers. 

V ' ^' Other people can also serve as mirrors. We often see In 

■ otherj^/Vhat we do not want to recognii^e. or admit about our- 
siel,H^ea| \ We can learn about ourselves by examining the 
''^t^^g^litles we dislike and admire in others. * ' 

/ . ' 

Worksheet //!3 - Perceptions - 
■reftcy > //I - Perceptions 

^.Worksheet //A - Learning about Ourselves from Others 
ad projector * ^ 

^ Pen for writing on transparency * ^ 




> A tQUi: 



ACTIVITY: Perceptions 



ERIC 



1. J?egin by discussing> the following statements regarding 
percept iqn: . , 

•Perception means tne way we ^ee things,' people^ and 
situations 

s see "eye to eye." 
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• People leariv to see things the way they do, 

• People t^n(J to see wh^t they want to see. ^ « 

People acquire habits of ,seej.ng things as they ^ 
hdve seen them in tlie past.- 

^ ' - - J ' , ' . ' •. 

• Teelings affect people's percept; ions.* ♦ ^ 

• Past experiences affect the wffy a person perceives 
a situation: 



i 



• New ^per^ept ions can be learned. througH new experiences. 

2. Distribute^! Student Worksl>eet #3 - rPercgt)tions . Divide^ 
the class iinto groups of aboyt four -students. Have them 
discuss thei questions on Student Worksheet //3. Ask one 
student in each group tp act at recorder to take notes 
" on the group's discusst^. " < . 

FOLLOW-hUP: pave each group recorder Veport otu-hls or her group's 

. discussion. Write ^he group's responses on Transparency //I. 

\ f * * * . ' 

ACTIVITY: Learning about 'Ourselves from Others 

f . ■ ■ . " ■ ■ . 

\ 1. Expliii n that othgirs sometimes serve as mirrors. Some- 
'times we are not willing to accept Suflie of our own / 
feelings and/or behavior. Instead, we see others as 
having 'these' feelings or behaviors and directing them 
toward us. / ^ * 

Examples: A, man who says "nobody listens to me" when 
actually it .is he who doesn't listen to 
. ^ others. 



A woman who sees her boss as being cold and 
distant wheJn actually .it is she who is cold 



and distant. 

A man who admires another's warm, friendly 
^ ' attitude when he actually has the capacity 

to be warm and friendly. 

2. Distribute Student Worksheet; #4 - Learning about Our- 
selves from Others . 

3. Have students r^ad the worksheet and think carefully 
'about the questions. Have them^wi'ite key words or 

phrase's to respond to questions on the worksheet. 
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FOLLOW-UP: Have students discuss their responses to, the worksheet, 
The following questions may aid d4.scussion:^ 

, ' * %^ What did you learn about yourself in this /* 

* ajbtivity? ' < ' • - 

f: ' * - 

* V • How can you, use othei^s as mirrors In work - 

V sltiiations? (Example: when'I feel an^ry. 

or irritated with -someone' s behavior, I 
can ask myself If I do sJjBllar things.) 




\ ■ 
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Student Wprksheet #3 Perceptions 
Transpareney #1 ^ 

1.. What affects the way you see people? (Ejcample^ when you arp meeting 
pe6ple for the ^irst time, what do you look for to decide whether- you 
like them, could trust them, etc.') , . 



2. ' Do you think your perceptions can be wrong? Give a reason for your answer. 

. • ■ ( . ^ » . ■ ' . 

3. What are some things besides the actual person that affect your perceptions 
6f a person? (Example: la a work situation /ou might see your supervisor 
differently t^ian you would. see the ^ara^Ppkprson in .a social situation.) 



How can stereotypes affect your perceptions? CExample: Athletes are not 
smart; the job of air-steward is glamorous; nurses are women, doctors-are 

men.) \ J . ■ . - - ^ _ 

■ ^ ■ . . . ^ 
How^do you think your perceptions of others can affect your success or 
failure in a work situation? 



J 
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Student Worksheet #4 - ^ 

^ . l^rnlng about Ourselves from Others 

Others often serve as mirrors. We lian learn about ourselves by examining our 
reelings towards others... Use this worksheet to guide your thinking. Write 
doi?n a few words 015:^ phtases to reapori^^/to thfe folj.owing \ques,tions. ^ 

A. Imagine someone whom you particiiliarly dislike. 

Wlfat-are the things you don' t i^ike about this person? * , : . ^ 

Di# you know others who are this way? Do you also dislike them? 

^Now imagine yourself as having these same traits. See yourself 
in action/ doing the very things th^t upset you in others. 

Now, raise the question: Could it possibly be tru^ that I am/ 
thd one who does these things? ' 



B. Now imagine someone you particularly admire. ^ 

7 ■ 

Wh^t are the things you like about this person? 



Do ;^ou know others who are this way? Do you also admire 
the^e people? ^ - * 




Noi>, imagine yourself talki-fig, walking; performing, doing, and 
being what you admire in^hem. See yourself as bel*g like them. 

■ . . ■ ■ • / . • 

Now raise the question: Could it po^sibJLy be true that I can 
actually do these things myself? 



Adaptation reprinted by special permission from Bom to Win > by Muriel James 
and Dorothy Jongeward, pp. 258-9. (c) /l971 by Addison-Wesley Publishing 
Company, *Inc. , Reading, Mass.^jyjL rignte reservedr ^ ' 
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SESSION FOUR 



TOPIC: ftow We Think and Feel ' \ ' ' 

- ■ . ■ ^' ■ 

OBJECTIVE: By identifying how their .'own Vays of t^hinking affect their 
^feelings, students will become aware of how their thoughts 
and-^ feelings cart affect them in work situations. 



SURVIVAL . SKILLS 
EMPHASIZED': 



Adjusting to work situations 

Knowing your strengths and weaknesses 

Getting along with others 



IMPORTANCE 



We live in a world that is at times confusing, -unreasonable 
and unfair. Ther work situation is no exception. Although 
this Is a difficult problem, workers can learn to' handle 
this problem by using a fairly simple principle: We fe < 
as a "result of the way we think . Using this principle, 
students can examine their thoughts, feelings, and beha-i] 
so they can learn to deal with difficult situations,' both in 
work situaltions and in their personal lives. 



lavior. 



MATERIALS AND 
I EQUIPMENT.; 



Student Workshec 
Transparency Wll 



^ - Changing our Habits of Thinking 
JS- Need for Approval . > 



Transparency #2B - Failure 
Transparency #2C* - Unfairness 
Transparency l(f2D - Frustration 
Transparencyrf/2E - Control over Feelings 
Transparency //2F - Problems i 



ACTIVITY: 



..Changing Our Habits of Thinking 

1. Begin the session by discussing the followi^ng idegs: • 

* People -can control their feelings 

• People fe6l as a result of the way.they think . 
(Example: A worker does not receive a promotion 
which she deserved. That person mfght think. 



EKLC 
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"How ai/ful»that I did not ^et> the promotion. This ^ 
id the. Wori/t tj^irfg that could happen to^e." She 
will probably feel angry and fdepressed about £he' 
^situation. ' On the other hand, the same person mighty--- 
think "It is a disappoltitment ^Aat I*did not get^ the 
promotion,' but there ^ilV be other opportunities for 
f -me in - the- '-future . She^will prpbaljly feel d'lsappoint- 
^ed for a 'short period of time.) ' " ■ \ 

^ People sometii|es get ;!l,htp habits of thinking Jrfi ways 
' that upset thAi. Triis Includes "thinking that sit- 
uations are av/ihil. terribjle / or hofrible . ^ ' 

' • People can stop upsetting themselyes by changing their, 
habits of thinking. Thiaf\ meaiM, substituting words 
like disappointing; and ipfconvenient for words like 
awful , terrible , or hor/ible .' , ^ . 

Distribute Student Worksheet #5 - Changing Our, Habits 
Of Thinking . Using ^Transparencies //2A #2F, discuss' 
each, of the ideas expressed in the following format: . 
Project the transparencies, covering the New Way of 
Thinking with a sheet af paper.. Use some of the 
following questions for dlsci^asion; 

• How does the cartoon illustrate how this way of 
thinking would cause a person to become iy>set'? 



• How would you expect , someone to act a 
thinking this vay? 



result of 



> • Can you think of situations where you have seen 

people who seemed to be thinking this way? 

• HoV could a ^person who was thinking this way cause 
problems dn a work situation? 

• How cOuld you change this habit of thinking Into a 
new way of thinking? 

3. Ask students to wifite a new way of thinkjjig in their 
ow n words on their worksheets below the habit of think- 
ing being discu^'sed. ^ Uncover the New Way o/ Thinking 
on the 'ti;ansparency and compare the students' state- 
^ mfents to. the statement on the transparency. 

FOLLOW-UP: ; 1/ Ask students to circle the Habits of Thinking on Work- 
sheet #5 they think cause them the most difficulty. 
. then have stifdents identify a. situation in which they 

t^slieve they became upset or acted unreasonably. ' 
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• Which of the habits of thinking apply to the . ^ 
-*^ituation? * ' ' . / , 

• ■ , ' 

•What ne^'way of thinking could they have qufestituted 
for the ha ^it of .thinking which caused them to become 
upset?. . ' : < 

' L ' ^' 

StucTents jsWould not he reqiiired to share t-heir — ' ' 

respon^es^ith the class J but the instructor s^hoqld 

^§k for cdmmeqts and questions. ' 

Student Workslieet //5 - Qian^j^nfe Our Habits of Thinking 
will t)e needed in the next . session. The instructor 
may wish to collect the worksheets for rediatribution 
at the next sessioi^. 



Studdpt Worksheet #5 



Ghangfng Our Habits of Thinking 



A. I need and "must' have approval and loye from" all the people*! cfotisldar 



B. I must not fail at anything. If I do. It proves that I am stupid, lazy, 
bad, or all three. 



Whfen people act unfairly, it means that they are mean, rotteu people. They 
should not act that way ! (This includes myself, and when I act that way, 
it means I am a bad person and I should feel guilty.) 



D. When ^f/^ra frustrated, treated unfairly, or rejected, it is terrible and I 
just can't stand It . - 



E. I can't change my feelings . Other people and things cause my feelings, 
including things that happened during my childhood. Therefore, I have 
■ no control over my feelings. 



F. Avoiding problems is easier than solving them . The way to be happy is to 
enjoy myself and avoid thinking about my problems. 



6r. 
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"Sit'-' * • - . lillP ■ . . .■ 

/ Trainspai;;isncy #2A Need 

A ^abit "of TiTInking: * ' / ' ' - X' 

»'■■•*; ■ ' v.- ^■ 



I- need aiyd^must have appTov^l and liove f torn dll 'ithe. people I" ' ^ ' K 
consiSer important ^ " • ' « , • 
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A New Way, of Thinking: 



I want approval and loy'e from people I consider important, but I 
can 'be fairly hdppy without it. ^ , ; ' ' 
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Transparency #2B Failure 



A Habit of Thinking.: ^ 

I must not fail at anything, 
lazy, bad, or all thr^e.; 



If I d6, it proves that I am s 




A New Way of Thinking: . 

I don*t like failing , bup if I fail^ it doesn't make me' a bad 
person. I do not need to be perfect; I can be satisfied with- 
doing the best I can. 



•99 imnrajJtAMnTNr: sft.f 



Transparency #2C Unfairness 



A Habit of Thinking: 



When people act unfairly, it means that they are mean, rotten 
people. They should not act that way ! 

(This includes myself. When I act -unfairly , it means that I 
am a bad person, and I should feel guilty.) 




A New Way of Thinking: 



Sometimes I do. not like how other people act but I cannot expect 
them 4:6 be perfect. Blaming other people or blaming myself does 
no good at airr ' 



2^ 
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TranspaYency #2D Frustration 

A Ha^it of Thinking:. 

•When I am frustrated,' tr;pated unfairly, or rejected, it is terrible, 
and X just can't stand it . 




A*^w Way of Thinkitig 



4 



I' should not expect to get exactly what I want all the time. If 
I do not like a situation, I can try to change it. But even if 
T can't change it,, f can still be happy/ 
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Transparency #2E Control over Feelings 

A Habit of Thinking: \ ' 




A New Way of Thinking: ^ ' < ' 

My feelings result from the way I think. If I think something is 
a\fful I will probably feel very u^set. But I don't have to think 
this way. I can control my feelings .by thinking realistically. 



• 30 
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Transparency #2F Problems 

Unreasonable Belief: ? 

Avoiding problems is easier than solving them . The way to be 
happy is to lust enjoy myself and avoid thinking about my, probl 




Reasonable Statement; 



Avoiding problems,, in* the long run, often makes them worse. ,Als 
by avoiding a problem, I often can make it seeiQ biggei' than it 
actually is. ' i 



I 
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SESSION ^^IVE 



TO'PIC: How We Think and Feel (continued) 



OBJECTIVE: 



•0 . . . \ ■ 

After dt&cussing case sitiiations students will upderstand 
how unreasonable beliefs can affect people work sit- 
uations.' 



SURVIVAL SKILLS 
feMPHASIZED:- 



Getting along with/others 

Working as a team member 

Kno\rLng your strengths and weaknesses 

Working under preeaure 



IMPORTANCE: 



Students should now be familiar with some common habits of 
thii^king and how these habits of thinking can cause people 
to become upset. Th^y need to be able to apply what they 
have learned to work situations. 



.MATERIALS AND Five^. copies each of Student Worksheets #6 through #13 - 
EQUIPMENT: Case Studies • 

. . . Student Worksheet #5 - Changing Our Habits of Thinking 

(from SESSION FOUR) 



ACTIVITY: Case Studies: How Feelings Affect Workers 

. ■ ■ ■ . 

1. Explain to the class that HLn this session they will 

apply the principles that they' learned in the last 
' session. Distribute Student Worksheet, #5 - Changing 

Our Habitg of Thinking , from SESSION FOUR. Ask. for 
questions and comments before starting the activity. 

2. Divide the class into small groups of about four or 
five students each. Assign'each group- one case study 
and distribute the appropriate worksheets to each 

' group. 



32 



UNDERSTANDING SELF- 27 



o 

ERIC 



3* Have students discuss the case studies (islng the* 
questions provided to guide the group discussion* 
Have students choose a group recorder to write down 
; the main points of the group discussion* . . 

FOLLOW-UP : Have each group recorder read the case , to the class and ' 
discuss the groups s responses to the questions^ Have- 
£he class meml)ers 'suggest which liablts of thinking might 
be causing the prdblems In each case (more than one may 
* be In operation at ^ one time.) 



■f 



( 



UNDERSTANDING SELF 



33 



Student Worksheet #6^^^0 Study 

f . ■ ■ ' 

When Kevin was stx years old f ^^^a^ ItT^^lvea in a serioU^ automobile accident. 
As a result of this accidents Kevin %g i^^yet learned to drive a car even 
though he is capable. Thougt* i<= ^Vonvehience, he JMoages tr^nspottatipn, 

,by riding with friends, takit^f ^hd .taking taxis when Aecessary. He has 

recently been hired as an adJ^^^^J^r^JlV^ assistant, which he finds q^^i^te inter- 
esting. Unfortunately, at tt»« hired the personnel manager did not 
ask if he could drive a car, W wt>JtH^^^ transportation. The adminis- 
trative assistant's job oftet» caHs ^^r^xmntng errands, this has started 
to cause problems. Sometime^ the e<r^„i} ^^^^ ^^^^ gomeone else, but it is 
not always convenient Or pra^^**^?-"-- ^e-'^^h' s -boss has.'bee;^ urging hi^ to get 
a driver's license, but ever/ ^f^i^ thinks of driving* he remembers the 
accident and feels frightene<J' tJoesn't understat^^i reason for his 
hesitation and is becoming iiJ»Patl6nf Vi*^^ biiti. Kevin's no^- having a driver's 
license is causing consideraf ''•^ ^^cf^'^e<*^^nce. 

, ■ ■ . ■ ■ . 

Questions- for Thou ^ .amjDj^^-£ag^$ • ' . ' ' ■ 



1. How is Kevin aljLowing'hi^ P^^*^~ ^^^^eH^gce to influence his f eelit^gg and 
behavior? - 

2. Do you think Kevin ig hei^^ ,^^^^^t^^ about the situation? 

3. In what ways do you allov/ ^""^ I'^^t %eriences to influence your feelings 
and behavior? . . 

How could this interfere ^"^^^ ^^^ectiveness in a work- situation? 

5. How can you overcome the ^^^^'^t^ "^f ^^gt experiences? 



i 
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Student Work$heet.#7 Case Study 

Beth vorks in the women's sportswear department of a fashionable department 
store. She ^enjoys selling and goes about her job with energy and enthusiasm, 
^cently, however, Beijh's supervisor, Mrs. Walsh, has been noticing some dis- 
turbing changes in Beth, Her /appearance .which- is usually excellent, is just* 
barely acceptable. She is of tin late tb-^rk and has cal-led in sick several 
times. She seems to have littlV ^ergy and has become irritable with ^customers 
^nd other* employees, Mrs, Walish called her in for a conference to get to the 
bottom of the matter. Tearfully Beth pOTred out the whole story J her fiance, 
Tim^ recently broke their engagement. Although she is sympathetic with Beth' s 
problem, Mrs. Walsh has her* oim problems, Beth' s appearance- is tibt in keeping 
with the fashionable* image of / the 'store, and her record -of tardiness and ab-- 
sences cannot be tolerated, /As Beth sees it, ghe canVt help her feelings, and 
the pressure her "Supervisor is putting on her to irapfove her work is ^ust 
making her feel worse. 



QdesVtona. for Thought and Di|spus8lg5 

!• Does Beth have any control over her feelings, or is'she just a victim of 
outside events? 

2. What do you think Beth Anight be thinking which makes hei^ miserable? 

3. How can Beth start feeling better? ^ ' 

4. Do people have any control over. their feelings, or af e 'they just ^ictims 
of outside Pressures? | 



Can you think of a sitjuation where you felt you were a victim and had no' 
control over your feelings? What habit of thinking caused you to be upset? 



How could you have changed your feelings? 
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Ss|ident Worksheet #8 Case Study 

When jerry, the company president's nephew, was hired to work in Bill's depart- 
ment. Bill did his best to Ixe friendly and helpftd. ' Jerry was much slower than 
B±4^>i.n learning and 'doing jobs in the department. Bill *tdn't mind Staking up 
the -slack in the. wotkload because he enjoyed the worlj and he genuinely liked 
J^rry. Besides, Bill; knew that someone in the department vould be up for a pro- 
motion soon because one 6f the women irt his department waa retiring. The com- 
painy^had a policy, of promoting persons within the company rather than hiring 
from the' outside. Bill thought he had a pretty good chance at the promotion 
since his work was excellent. Bill was shocked when Jerry was given the pjo^ 
motion. B^ll went to talk to his ■ sui)ervisor about it. His supervisor agreed 
that the pronjotion of Jerry ^fiad been clearly sunf air to Bill. It couldn't ,be 
helped though, because Jerry was the president's nephew, and that was that. 
Bill became more angry and disgusted day by day. He even considered resigning, 
although his supervisor .assnred him that he would likely be promoted within the 
next six ninths. * . . , 

Questions for thought and Discussion ' 
# - * * * ■' 

1. Do you think that Bill would be justified in resigning \s a result of his 
unfair treatment? * >^ 

2. How Could Bill hurt his/ chances ^ for promotion by acting angry^and disgusted? 

3. ^ What do you think Bill is thinking that makes him angry and disgusted? 

4. How do you react when you are treated unfairly? • 

5. How can you get over your feelings about being treated unfairly, frustrated, 
or rejected? 



/ 
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Student Worksheet #9 Case Stujdy ' V 

Several months ago, Cynthia was pfotnoted to asslistant manager at the restaurant 
where she started working aa a dishwasher during high school. Cynthia seemed 
to have a natural feel for restaurant work. Sl^e had quickly been promoted to 
waitress and then to hostess.. She c4ught on quickly to the assistant manager's 
job, and her boss was very favorably lnq>ressed. Cynthia s^ems to have a good, 
secure future In the restaurant business. Her boss has even suggested that she 
attend- a week's training workshoB In food service managemeht, all expenses paid, 
Although Cynthia Is pleased about the offer, she Is also very frightened. ; She 
.was never a particularly good student In school. She knows ■ ttet. the training 
workshop will be very much^ like school. Shd Is afraid, that she will do poorly 
at the workshop and ruin her future^ln.the restaurant business.. She has even 
been thinking lately about ways to avoid attending the workshop—saying her 
grandmother died or pretending she Is 111. - 

Questions fo.r Thought and Discussion ] 

1. t What Is Cynthia's basic problem in this situation? 

2. What do you think she should do? : ^ ' ^ ' ' ^ { 

. ' -c ' . ' V / ^' . 

3. Is Cynthia being realistic? Will she really ruin her future if she does 
poorly .at the workshop? 

\" ' • . .. ^ ■ ■• /. ,. . 

4. What could Cynthia be thinking instead of Jiow awful it would be if she 
does poorly? ^ ^ 

5. Can you think of a "sttua^tion in whi;cl^s&^ afraid of failures? How 
did you handle it? Could you havi -fi^dgji^^ better? 
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Student WorksheyBt #1 0 Case Study 

Bruce was empldyed^a month ago at a department store as a display designer. *He 
enjoyed his job and had quite a flair for displaying merchandise Imagiiiatlvely 
and attractively. The' employees of the store and Bruce* s boss wertf quite 
Impressed with his skill. For the first two weeks of hl&reinployment, they com- 
plimented Bruce for hi3 creative ability. . After the newness wore off, Bruce 
received fewer cbmpiiments, even though Jie. tried harder and harder to iise new 
and exciting ideas^and his displays cofttinued to be excellent. Lately, he has 
started asking various people employed by\th^ store wKat they think of^a new^ 
display. He canVt help noticing that some^ of the workers have started' avoiding 
him. Bruce doesn^t know what to do. He feels he is a falXifre in his job and 
.is beginning td wo^et what; is wreng with him that caused people to 'avoid him, 

V "■'" '■1 . ' • 

Qtfest Ions .for Thought and! Discussion ^ ^ ' . ^ . ' 

1. What jOo yofu think is causing Bruce' s problem? What is his probl^? 

2. Do y6u think Bruce is being realistic in what he is expecting of others? 
.Explain your answer. 

3. Why do you think Bruce ±s upset? . * 

4. Do you krfow anyone who has a problem similar to Bruce'®? How can the 
probleth 'be solved? Who dust solve the prdblem? 

» * 

5. flow much approval do you feel you need? , 

6. In what work situations Is getting approval, important? In what ^ 
situations ,qan it cause problems? - 
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Studeri^ Worksheet Case Study 

June. Is a file clerk In an office. She weil-iiked by her coworkers, and 
she is organized and efficient. Overall. /she is fairly happy in her job. 
Recently, however, the company she works for has hired Jatfc. Jack apparently 
has a very traditional opinion of women ^ad doesn't hesitate to let everybody 
In the. office know it^ June tried to lgui,re his sexist comments at firat, but' 
lately she Is to the point -where she b^econjes 'enraged at the anallest remark. 
She even begins to feel angi^ .at the very sight. of Jack. Everybody in the-' 
office knows that June considers Jack a "sexist pig." Jack is beginning to go 
out of his way to Irritate June. •- The office, once a pleasant place to work, 
has taken on a tense atmosphere as a result of this feud. r ' 

■ - I 

■ • ■ ' . ' ■ ■ ■ .* 

Questions for Thought and Discussion * r ' 

1. What do you think June would say Is th^ Problem? 

2. What do you think Jack would say Is the problem? 

3. Do you think* that June has to be upset by jack's behavior? 

4. Do^s June gain anything by getting angry? ^ j 

5. ' Thlfat of a situation wl\fere you have 'bl^ed someone for their .behavior 



6. How could you haii'e stopped blaming th^ other person? 

7. How does It feel to blame others? Hov does It ^^^1 to be blamed? 
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Student Wo|ksli66t #12 Case Study 

Sales; *^ re down at Acme Lighting Fixtures, Inc^ The salea nj^nagers v/ere%t * 
the end of theij- wits for new ideas. Jan had an idea to incf^a^^ sal^s^ When^^ 
sh<,presented the idea tojier supervisor, it was received Vejy^^thu^lastlcally. 
•Jan workea out the detai^fsto put ,her idea into actions Jan ''Q idea bec^e a 
company-wide, project, with alj sales staff working very hard'to ^ake a 
success. The idea worked, and brders increased dramatically. Unfortunately, 
at the same time, the workers at Industrial Electrical Supply^ ^/hich Provided 
^witches for Acme Lighting Fixtures, went on strike. Acme nc^ ^^°^ld ^ot fill 
all their new orders. Their customfe^ became angry becausfe tt^elr f uctures iiere " 
not , delivered when they had been promised. The final result ^as that sales- 
eventually dropped to an eVen l6wer level than before Jan* s idea Vas Put Into 
action. Although^er coworkers did not seem. to blame her for it» Jati was very 
upset at the •"failure" of ^her idea. She became quiet^and witWraWn, and nobody- 
was quite sure what was wrong. . ' / ^ ' 



Questions for Thought and Discussion 

!• What do you think Jan is thinkinfc? ' ^ 



7 



2. Do you think it is.r^alisjtic for Jan to blame herself for the "failure" 
of her idea? 

3. How could Jan get over the problem? ' ^ 

A. Whit ^can people do when things dorf ' t turn out, the way the/ v^^t them to? 

5. Have you ever felt sor^ry for yourself because things did rxot turn out the 
way^ou wanted' them to? How did you finally, work it out? ^ 



It 
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Studemr Worksheet #13 Case Study 

^ Eric has been working for the R &. B Corporation since his graduation f rcmr high 
► school. ,When he was hired, he seemed to have a high aptitude for the parti- 
cular kind of work required by the^job. He seemed to have a good f uture^^ahe^d 
of him with the R & B Corpojration. However, an ongoing problem with Eric>,has 
been tVat when problems arise in a job tltat he is\doing, he simply ignores them. 
This means that Eric's supervisor may come across as^roblem a month after Eric 
ignored it. By that time, the. problem has \;L^come more serious and sometimes 
has reached crisis proportions. Eric' s .attitude is that he Is not being paid 
, to think. In fact, his job Is rather routine. In other respects, Eric's work / 
is excellent. He believes €hat the problems will take care of themselves. Of 
course, they eventually do, but at increased time >and expense. Eric realizes 
that if he took responsibility for getting the problems corrected, he would 
probably be 'promoted to a more re^sponsible position. A promotion would mean a 
more interesting job and better pay; Eric does not admit it to others, but he 
would father stay in a routine jqb at a lower -j^ay than ^e given the -increased 
responMbility. ; , ' - 



Questions for Thought and Discussion 

1. ^^Jlow would you describe Eric' s-qproblem? Do you think hie would see It as 

a problem? ^ 

' \ ■ ' ■ ^ ■ 

2. Do you agree with Eric's approach to hi^ job? 

3* Why do you think Eric avoidst problems? 

4. What do you think will eventtially happen if he continues to ^void problems? 

• ■ - V ■ * ■- ', 

5. /^O^ you think of a situation where you wanted to .avoid problems rather than 

facing up to theto? Were you really able to ^^id them? ^ 
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SESSION SIX 



TOPIC: Values' ' 



OBJECTIVE : 



By making value judgments, students .will become aware of 
th^'ir personal values and behavior and examine the.ir 
importance to work sit.uat,ions. 



SURVIVAL SKILLS 
EMPHASIZED: 



IMPORTANCE: 



Wo'rking without close supervision 
Knowing what is expected 
Working as a team member 
Using-ljiitiative and imagination 



People's value system^ hay^ many effects in work situations.^ 
Choices of' 6ccupatl,on^ satisfaction with work, and behavior 
at work are all affeoted by workers' values. In addition, . 
workrrelated conflicts may . result from clashes of values. 
In this session, students ^will examine their values and dis- 
cover tWfe importance of values in choosing and pursuing an^ 
occupation. ■ 



MATERIALS AND Student Worksheet V/ 14 - $10.,Q00 for Values ' 
EQUIPI4ENT: Transparency #13 - Definitions of Value 

Student Worksheet #15 - WHat Are Your Work 'Values ? 
Overhead projector - 



ACTIVITY.: $l6^(J0 for Values 



1. Distribute Studfent Worksheet #14 - $10^000 for Values ^ 
and have students complete it. . 

2. Explain that' there are no right or wrong answers and ^ 
the way they choose to spend the money is strictly ' , 

. an individual decision. 



3. Place each item up for "auction." Have students , bidi ^ 
with each other for the items until their money is(7 
gone. i 4^ 
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FOLLOW-tUP: Questions for discussion: 

• Do any students still have all their money? 

^ • How did you decide what to spend your money on 
and how much, to spend? 

• How could the items you spent the most on affect 
your success in a job, si|:uation? ^ 

• What do you consider the most important item? Why? 



ACTIVITY : Work Values 



/ 1. Using Transparency #13 - Definitions of Value > discuss 
with students ttie definition of values^ 

• Which of these -definitions comes closest to your 
ideas about values? ^ 

*. ' . ■■ • 

• Are there any you disagree with? 

^ • Is there anything you would like to add? 

• In your own words, what is a value? 

• ■ '^t, ' ■ " ■ . .,■■*.. 

2. Distribute Student Worksheet 7/15 - What Are Your Work 
Values ? . 

3. ' Have students respond to each item on the worksheet. 



FOLLOW-UP; 



1. 'Discuss each item on the worksheet. Ask volunteers 
fo. give reasons for their responses. 

Use the following questions to discuss students' 
responses: 

• How might certain posi^tions cause difficulty in work 

• situations? ^ 

• How can We* deal with people whose values differ 
-drastically from our own? 

• Cah you think of a situation"^ in which you might 
refuse to take a job or' resign from a job because 
its requirements conflict with yourr values? 
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• How do you^know when another person's values are' 

. similar^ to your own? J 

* What values are ^ distinct advantage in certain 
- types of work? 
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$tudent Worksheet #1 4 $1 0;pOO for Values 

Suppose that the items below could actually be bought with money, and that you 
had $10,000 to spend. Decide how much of your money you would be willing to 
'pay for each item listed, below. Write. the amount you would be willing to spend 
In the space to the le^t of the item. 

After you have finished, these ^items owill be "auctioned" in the class. Use your 
worksheet to help you decide^^ow much to bid on each item. 

A satisfying and successful career 

Tickets to cultural of ^thletic events. 
Good family relations 



A world with discrimination 



^-ti t erna t iona 1 fame 
Unlimited .beauty . ^ \ 

Strong religious faith { 

A lovely home in a beaul^^ul setting 

Self-knowledge , 

The ability or pc sition to influence world affairs 

:A j^atisfying relationship with another person 

♦ The right to do as you wish 

Self-confidence* 



Th1^ abilfty to stimulate and. influence the minds of others 
Enough money to be comfortable 



A satisfying, happy marriage^ 

A world in which humans and liature are in balance 
_The love and understanding of friends 
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Transparency # J 3 Definitions of Value 

1. "A VALUE IS A STANDARD OR YARDSTICK TO MEASURE ACTIONS,. ATTITUDES, 
COMPARISONS, AND JUSTIFICATIONS OF SELF TO OTHERS." 



2. "A VALUE IS A ST^DARD FOR DECIDING WHETHER SOMETHING IS GOOD OR 
BAD AND FOR. JUDGING ONE'S OWN"^ BEHAVIOR AND THE BEHAVIOR OF OTHER 
PERSONS." ' ♦ . . 



3. "THOSE BELIEFS THAT SHOW HOW A PERSON HAS DECIDED TO USE LIFE ARE 
VALUES." . 



7 ^ * 

4. "VALUES ARE THOSE BELIEFS AND ATTITUDES ON WHICH WE BASE OUR OPINIONS, 
DECISIONS AND ACTIONS." ' / 



\ 




Reproduced with permission from "The. World of Banking and Finance," Career 
World, Teachers Edition, Vol. 4/No. 6, Curriculum Innovations, Inc. , 
Highwood, IL, lSf77. 
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Ideis about the characteristics of a desirable work place vary greatly. What are your vork values?* Ihe' 
following inventory consists of twenty items, each item describing the two extremes of a major work 
characteristic; for example, work with people vs. work alone. For each item, check the space which best 
describes your own worfc values. Be prepared to give a reason'for your responses. 



Moder- 
Very ately 
Impor- Impor- 
tant ant 



Not 
Impor- 
tant 



Work for organization ' 

Work alone 



Structured environment: , ' 
well defined duties and 
responsibilities 

' Close supervision ' 

Low level respo,nsibility 
no critical decisions • \ 

Short 'hours: maximum 

eight hours per day ^ 

Guaranteed regular hours 

Variety of duties every ' 
day 



Moder- 

Not ately Very ' 

Impor- Impor- Impor- 

ant ant ant 



Self-employment' 



Work with other people 

Unstructured work: *room '■ . 
for 'creativity and initiative .' ' 

No supervision 

High level, of responsibility: 
make key decisions 

Long hours and ^weekend 
work usual 

Possible overtime' 

Similar duties every 
day ■ 



*Reproduced with 'permission from "What Are Work. Values?" Career l^orld . Teacher's Edition; Vol. Uo. 6, 
Curriculum Innovations, Inc. Highwood, IL, 
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Very 
Impor- 
tant. 

Challenges an^i risks in \ 
Work ^ 

Fast pacej high pressure ' 

Visible end products-: 
Specific goals 

tr ' 

Work Indoors in pleasant 
environment 

Willing to move 
anywhere 

Work for large business ; 

High prestige and status 

_Many opportunities for 
advancement and career 
devjelopment , 

Live close to work 

Close work with machines 

Early retirement 

Frequent travel • 



Moder- , i 
ately Not 

Iropor- Impor- 
i!nt tant 

\ 



V 



Not 
Impor- 
tant 



Moder- 
ately 

. Impor- 
tant 



Very" 
Impor- 
tant 



Work offers security 

» ■ ■ • 
Slow pace, low pressure 

Can't see" results of work, ■ 
long-range goals. 

Work outdoors in all 
weather and conditions 

Work in b-Acific :* 
geographic, area 

Work f'^r small business 

Low pie- tlge and status 

Few opportunities for 
advancement and career ■ 
development . 

■f ' 

Live half hour or more from work 
Little work with machines 
Work opportunities after 65 f> 
Little or no tnM ' 
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SESSION SEVEN 



TOPIC: Personal Interests 



OBJ^ECTIVE: After participating in the activity,/ Probing for Interests, 
i^tudents will identify some of their personal interests and 
examine how their interests relate to occupational success. 



SURVIVAL SKILLS 
EMPHASIZED: 



Knowing your strengths and, weaknesses 
Adjusting to work situations ^ 
Understanding writt^i information 



IMPORTANCE 



Understanding personal interests may enable students to 
choose work which relates to their areas of interest. 
Sometimes peop^le find themselves in occupations in which 
they have no personal interest. This can lead to dissatis- 
faction and poor job performance.* Exploring their personal 
interests may enable, students to choose work that "fits" 
their areas of interest. 



MATERIALS AND 
EQUIP14ENT: 



Student Worksheet #16 - Probing for Interests 
Transparency #4 - Data ^ 
Transparency #5 - People ' ' 
Transparency #6 - Things 
Student Worksheet 7^17 - Interest Areas _ 
OPTIONAL — overhead projector, blank transparency, and 
pen for writing on ^t'ransparency 



OPTIONAL Invite ttte school vocational counselo'r or a guest speaker 
SESSION: from the local Employment 'Service to discuss jobs in ^re- 
' lation to student interests. Have a copy of the 

' Dictionary of Occupational Titles * available in the 'class- 
room (several copies would be helpful).* - ^ 

" " OR 

Administer the Kuder .Preference Record-Vocational (available 
from Science Research Associates, IncT, 259 East "Erie St., 
Chicago, IL 60611) or a similar scale to all students. 
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Invite the school vocational counselor to discuss the 
results with students. Student Worksheet //17 and #18 
may be used in conjunction with such a session, or the 
instructor may wish to substitute the vocational 
coutiselor*s Visit for SESSION SEVEN. 



ACTIVITY: Probing for Interests 



/ 



1. Begin the session by asking students tb define the f 
word "interest" as they see it, without using any 
form of the word "interest" iri their definitions. 
Write these definitions on the chalkboard of on a 
transparency. . 

2., Distribute Student Worksheet #16 - Probing -for Interests 

3. Divide the class into groups of three. 

One student is assigned to interview another, / 
..while the third student (recorder) writes down 
the answers of the student being interviewed. \ 

• Using the questions oji the w6rkshee^ as a guide, 
the interviewer is tOv discover as many interests 

■ of the student being interviewed as "4)Ossible. The 
itit^rviewer should try to ^t several answers to . 
each question on the worksheet. 

• The recorder may also ask questions, but the most 
important function of the recorder is to write 
down the interests of , the .student being interviewed. 



4. After this, interview is completed, have group members 
shift responsibilities. : Go through the process a total 
^f thr'ee times so that each group memberjias-had-res- 
ponsibility for being the interviewer, recorder, and 
\^ interviewee. At the enji of the activity, eiach group 
member is given tlie worksheet ^ori -^hich his or her 
interests have been recorded. ^ 



FOI.LOW-UP; 



1. 
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Explain to students that any occupation will xequlre 
a worker to relate, to a) data, b) people, and/or 
c) thing^ V 

Project Transparency //4 - Data . Ask students to sug-=^ 
gest occupations not lifted on t4ie transparency in 
which worker 6 must relate to data. Then ask students 
to ishare their .interests which are listed on Worksheet. 
#16 an^fchich involve data. ^ . v 
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3. Project' transparency //5 - People. Ask students :to 

' suggest occupations not listed on the transparency in 
which workers must relate to people. Then ^ask students 
to share theif interests which involve people. 

4. Project Transparency #6 - Thin^. Ask students to V 
think of occupations not listed on the transparency- 
in which Workers must relate to things. Then ask 
students to share their interests which involve things. 

Relating Interests to Occupations / 

1. Distribute Student Worksheet //I7 - Interest Areas . 

2.. Have student^ write each interest from Student Work- ^ 
sheet //I6 under One or more of the areas of data, yr^ 
people, or things and explain briefly how the interest 
involves da tg^ People, or things. 



Discuss students' responses on Worksheet //17, using the 
following questions: 

• Do youxr intei^^sts 5iost of Gen involve data, people, 
or things? , 

•How can' this knowledge, help you find an occupation 
^hich is consistent with your interests? 

• What might be the consequences of working in an., 
occupation which does not interest you? 
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student Worksheet #16 Probing for Interests 

t What do you do for' fun? ' ( ^ 

• 1. , - 

• 2. - , ~ 

3. , ■ ■ . ^ ■ 

what have been your favorite or most interesting classes in sc^^ol-^ (po' not 
consider the grades you received; consider only, if the classes ^g'^^' in^^^^^^" 
ing to you. ) ' ' 

i ■ . . ■ , ■ . ■ . ■ . 

2. • ' • ■ • ■ . 

■ 3. .-. .. -. . • .. ■ ~> ' .• 

What things have you always wanted to da, ^ut never had a chan^^« to tty • 

3. - . , 

What areas or subjects (not necessarily school subjects) would '^^^ lilc^,to 
know about? ) - ' \ 

'2.. .- .■ . . " . . ; ■ ■ • , 

3. - • - 

What things have you tried,. t>ut gaye up on because you felt yoU cotild never 
te good at thetn? , , . ■ ^ 

-X. . " ' ' ■ . 

' 2.-, J ■ ' • , ' . ■ : r 

J. . . , 

• ■ 4. . • . . ■ ' 

- • - ■ ■ . i ■ — " ■ . ■ 
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Transparency #4 Data 



OC'cupatl ons ^volving Data 
Office Worker 
Bookkeeper 
Computer Operator 
Accountant 
Meter- Reader 
. Stbck^Control- Clerk ' 
'Researcher 
Taxi Dispatcher . 
Librarian ^ 
Cashier 
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Transparency #5 People 



dccupations Involving People 

Social Worker 
- ' Wait€r/Waitress ' 
Salesperson 
Teacher ' 
Ho^ital. Attend 

Receptionist . 
Beautician . 
' Pplice Work . 
■ ; 7 Entertainer 

Recreation Leader 

■ %. 
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^Transparency #6 Things 

/ Occiipatipns Involving Things ' 

\ -^v ; Mason , ' X 

/ V Truck Driver 

y ; ' Appliance Repai^^ Person 

Tool and Di'e Maker ^ ^ 

Baker 

. • • Welder . ^ . 

V Mechanic / f 

« Plumbei: * 

Floi^Lst ^ / ^ " 

■ ■ ■ ■ ■ - ■■ 

.Machine Operator ' 

Engineer 



^7 



Studeiit Worksheet #17'' Interest Areas 



Decide vhethefr each of your Interests, , listed on Worksheet #16, involves data, . 
people, things. Each of your»interests may. involve one, two or all of these. 
Then write each o£ your interests upder one or more of the areas in Coliunn I 
J>elow. In Column II explain briefly how each of ^your i^^^ests involves data^ 



people, or things.,^ 



Column I, 



INTERESTS INVOLVING DATA 



Column T^l 



What kinds of data are involved? 



INTERESTS INVOLVING PEOFI.E 



How are people involved? 



1 



INTERESTS INVOLVING THINGS 



What kinds of things are involved? 



5^ 
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SESSION EIGHT 



rropic: 

OBJECTIVE; 



Self -Evaluation 



After completing a self-evaluation, students will examine 
themselves In relation to work s^Jfeuatlons and consider 
changes they may want to make In their behdvlor. 



SURVIVAL SKILLS 
» EMPHASIZED: 



IMPORTANCE : 



-Getting along with others ^ 
Adjusting to work situation 
Working as a team member ^'^^ 

— -—^ — -—-^ 



1 



After examining theii*. selt concept, their way of seeing 
pthers, their b'eliefs and feelings, their values, and 
their interests,'* students are asked to look at themselves 
realistically in relation to the work SLituat ion. This 
session i^ meant to be a "wrap-up" session for the mddule. 



MATERIALS * AND i^ud^^^^^ 

EQUIPMENT : ;:Stude'nt '}9oT]^he^t m ^^T^fE^tibn" ^ 



ACTIVITY: Self Evaluation 



Distribute Student Worksheet #18 - Self Evaluation and 
have students rate themselves in all of the work-related* 
categories. Ask students to be as honest and realistic 
as possible in their ratings. 



FOLLOW-UP: After students finish their ratings, usfi the following 
statements to discuss the results: 

• If you have a high percentage 'of- responses In 4 . 
and 5 ranges, you seem confident In your abilities 
you may .wl^h to choose one or two areas in which 



tb Improve yourself. 
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•If 'you have a high percentage of Items in the .3 
range^ you seem to lack coitfidence in your8eJ.f* - " 
You could probably benefit by making some cfianges. 

• If ydu distover^at a high^^rcentage of your re- 
sponses are in ^1'^ or 1 range, you may have ^ ^ 
identified sojne areas in which you need to ^nakes* 

. some changes and improvenfent^. 

• Examine your worksneet for any patterns J.n your 
responses. /^^What can you learn from the patterns? ' 

• What area do you think needs the«most change or 
improvement? What changes do you think would be' 
of greatest benefit td* you in a work situation?' 



ACTIVITY: Plan of Action 



Distribute Student Worksheet #19 - >Fian of Action , Re- 
^ mind students to be specific in tne±r plans, stating 
exactly what they cari do and hoy they can do it. 



^LL6W-UP DisQuss students V .reactions to the activity by asking :f or 
comments and by using the following questions: 

, - • How will your proposed plan^of actipn benefit you 
in a work situation? * • 

• How will your proposed. plan of .action improve your 
value to an employer? * 

. - • Is your plan of action realistic? 

•* How might you insure that you follow /through on 
. your plansu rather t^ian put them off or forget 
1 ; - about \them? 
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Student Workshdbt #18 Serf Evaluatto^^^^^ 

Woyk Skills \ 

How would you rate yourfskills to get. along well in an organization? Below are 
nine skills that help w^kers to be effective working in an organization. Check 
the column that most accurately describes the level of your skill. 



5 = Excellent 



2 = Below Average' 

0 ■ 



4 = Good 3 = Average 

' 1 = Need Improvement 



V WORK SKILLS 

p 1 ^ ^ 


. 5 
I 


4^ 


3 


--t 

2 


1 


1« Gettinc alon^ and worklna iwll 
with others 

2. Completing. work assigned 
t o rife 

3. Making independent decisions A 

4. Afljusting to changes f \ 

■ § 

5. Accepting the authority 
^ ot^|t€r^ 

6. Working as a member a 
team / , 

7. 'Working without close 
supervision 

' % ^ ^ 

8. Working under pressure 
when necessary 












m 




























A. 






» 














k 














> 






f 


9. Following instruction! ' 










» 


.... . - ■ ■ 













I feel my two greatest strengths are: 

1. . 

■ 2. 

Tvro areas that I need to improve most are; 

1. 

■ 2. 



6i 
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5^ Definitely; 



* V ^ 4 = Probably 



3 = Maybe* 



2^= iProbably Not 



1 = Definitely Not 



CAREER EXPECTATIONS 

• m^ij- 


5 


4 


3 


2 


1 


1.. Are my career expectations in line with my 
present abilities and achievements? 

2. Do I have skills that will be useful ' 
poth now and in the Tuture? " 

3. IK), my car^r goals i^elate closely » ' 
,my personal needs? 

4. Does my future career allow a * 
balance between family life, personal 
interests, and expectations of others? 

5. Can I reasonably expect advancement 
in my chosen career? o 

6. Can I make opportunities for myself . ^ 
in my choseri career by working hard 

and sellings myself ? 
- . ^ • • 

7. Do I know how to see and take advantage 

of career opportunities as they develop 
through job assignments, special pro- 
jects, etc. ? 

8. Do I know how to adjust to crisis situa- 
tions relating to a lob, such as cutbacks, 
layo^s, etc, ? 

9. ' *iJo I know -how to anticipate crisis 

^situations that may arise during organiza- 
ttonal changes, ett., and^ jto avoid them-or 
mii^mlze their effect on me? ^ ^ 








































w 


















V- 


























J ■ 


' 4 ■ 







Looking at my future in the world of work, X would s^y that my two strongest 
points larer ' /. 



.2. . ■ 

y' ■ ■ • V ft . '. 

The ^two career areas which I most need to improve are: 



1. 

2.. 
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5 = beflnitely ^ 4 = Probably 

2 = Probably Not 



3 = Maybe 
1 = Definitely Not \ 



5 


4- 


3 




^ 1 




A 






I 


t 
\ 






> 


\ 








J 
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>• 

• 
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PERSONAL SKILLS 



)ut 




Can I adjust to new situations >t^i 
giving up good aspects of the old? 

Cfml take the position of a follower 
or a lead^, depending on the situation? 

Do r plan things well, yet act promptly 
and effectively? 

friendly and outgoing of quiet 
withdrawn wh^^n necessary? 

Dcj/t haVe balance between freely expres^ . 
sing'my fee]jRigs and acting c^pletely 
unfeeling? * ' | ' 

Am I neither oveirly dependent on .others 
nor r^belliously i^ndependeujc^ r , 

Can I accept rules and the'^goal^ Df*^: 
I' others,, yet exercise initiative 

my own' goals? ^ 

Am I neither too tense nor too relaxed 
in a work situation? 

Do I use my ~1:ime and energy so that I 
can get work finished, yet have time 
and energy left for recreation and 
other nonwork activities? ^ 

10. Do I try to "look on the bright side,'* 
yet recognize possible problems? 



1. 
2. 

r 

3. 
4. 
5 . 

'6. 
7. 

8. 
9. 



In terms of my personal traits, I feel my two strongest points are: 



1. • • 

2. ^ 

^The areas In which I need the most improvement are: 
1. 

2. ' 
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Student Worksheet #1 9 Plaii of Action 

•llow that you have coiq^leted yout selftevaluatlon, you are ready to develop a 
plan for making needed changes and improvements. Using your responses to Work- 
sheet #18 as a guide, respond to the following questions. Write^dowa specific 
plans. State exactly vfaat you can do and hov you can do it. - k 

Work Skills ' - » , . - . 

1. .How can I make the best possible' use of my present work skills? 

2. How can I improve my * work sjtills? 

Career Expectatiot^s " . ^ 

* 1. What can I do in the nex£ year to prepare for my future career? 



2. Who will I. ne^d to help me to prepare for^my career? 

3. What information will I need when preparing for my career? 



/ 



Persona^ Skills , 

1. How can I make the most of my strongest personal skills? 



How 



c%n I improve m^ weaker personal skills? 



What can I do this week to begin carrying but my plan of action ? 
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Resour'ces for Teacl]^rs 

BOOKS, ARTICLES. AND ACTIVIfflES 

Baltus, Rita K. , V^onol P6yc}iology'ioh Lc^e and WaAk, McGraw-Hill, Book 

Company, New York, 1976, 284 pages. . 
^ Soft-bound text' <iesigned to ^rich rthe perspective ^bf vocational 

and technical students through sociology^ and psychology.rUnits cover: 

The Changing World, Motivation: Needs and Wants; Stenses and Perception; 

Values, Attitudes and Habits; Self-Identity and Personality; Maturity; 

Health and Physical Fitness; Emotions; Thinking and' Problem Solving; 

Adjustment and Defensive Behavior; Mental Health; Family Relationship; 

Social Experiences; Civic participation and GrauR^ Involvement; Success 

and Failure. . W ^-Aj^" 

Curwin, Richard L. and Geri Curwin, VzveZoplng IncUv-Mxad l/aCfie6 Zn thz 

ClxU^noom, (Learming Handbook), Education Today Company, Inc., Palol " 
Alter, California, 1974. - \ 

"A practical approach to help sttidents understand who they are, 
who they would like to be, and how to become mhiTe like their ideal 
selves. It provides down-to-earth activities,* teaching strategies 
and procedures to help -teachers jievelop students "V^ues. Includes 
games and other self-diagnosing projects to help stu^^ts examine /- 
their lives, feelings, experiences and goals, and idea^nd activities 
for building trust and self-respect. \ 

■ . * ■ ^ ! 

Hou; to UndeMtand VouA^oZi, a tecriptographic Booklet Channing L. Bete, Co.^ 
^ Inc., Greenfield, Mass. ,/l977i ' . ' 

J One of a series of six illustratfed booklets for use in values 
'education. The publishers suggest four possible uses for the "scripto- 
graphic" booklets: (1) ^or .previewing material prior to presenting it 
in more detail, (2) as a reference tool for students, (3) tutoring of 
students who have been absent o^ are having difficulty with material, ' 
^nd (4) for reviewing material covered in another text. Written in a 
humorous, lively, easy to read style. ' ^ 

Phillips, Paul L. , and Cordell, Franklin D. , Am I OK?, Argus Commun^catipns, 
NiXes^ Illinois, 1975. \ 

Uses concepts of transactional analysis to explain people's basic » . 
needs and interpersonal relatiopships. Contains exercises for develop-: 
ing self aWareness and self evaluation. 

VouA AttUudz ayi4 Voa, a Scriptographic Booklet. Channing L. Bete, Co., Inc* , 
Greenfield*^ Mas^. , 1971. . 

A fifteren page ^booklet that compares positive and negative attitudes, 
and outlines ways to develop a positive attitude. One of six illustrated 
booklets for use in values education. Written in a humorous, easy to read 
style. ' i - ^ 
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AUDIO. VISUAL tffigOURCES ' ^ • - . . 

• , ^ ' * • . • . * * * X 

Tfec Ada£e6cen4t Expedience: Peue^apiatg t/o^aei. Guidance Associates, 757 Third 
Avenue, New York, N.Y. 10017. 

' A set of two filmstrips with long-playing records or cassettes 
and a discussion guide. Open-ended dramatization designed to stimulate 
group involviement \n decisions which reflect conflicting Values. Key 
value-forming experiences are traced in relation to the home, peer 
interactions, i^dTgious background, and school life. 

ZaXdVi MaJUiQMi Mdtt^ to Vou?, Guidance Associates, 757 Third 

Av^'e, New Ydrk, N.Y. 10017. . • ' ^ ' • 

set of five filmstrips Ath long-playing records or cassettes. 
Part I: Identifying ^lues. P»trays v^ues classiflc^on as a key »^ 
to job satisfaction; aims to help students learn to recognize, rank atid 
rerank career-related values. Part II: Chance Taking.. J[ohn and Tom 
discuss- forming a business; students are encouraged to Identify wJtth 
John's independence, Tom's desire for security. Part III: -Work 
Environment.^ Students contrast Patty's structured office with Betsy's 
small informal yorkplace. Part IV: Personal Comriiitment . Young people 
compare Ed's storefront .legal work with Wallace's career in a litge 
law firm. Part V: tinvB. Students relate to artist Carol's hect;iLC 
^ ^freelance schedule to Joe's 9 to 5 day in a-^design studio. 



Guidance, ^o/l tht Szvzntlo^i SoJii Ebte^m, avallabrt»rom the Audio Visual 

Service, University of Illinois, Urbana^ IL 81801. Request film number 
• \ 53764.r (18 minutes) • 

Young adults with two well trained guides examine the origins of- 
self esteem and the things' which threaten It. "What really determines 
your behavior i^ what yon are saying to yourself about you." Realizing 
this, they try to identify what the nature of this "input" really is 
for each of them, and to make it more encouraging. 

ouA PeA^onaLUy: The Vou OthoA^ fCnoa;, ' ^dance- Asso^^iates, 757 Third Avenue* 
New York, N.Y. 10017. / 

.A set of two filmstrips with^long-playing records or cassettes and 
discussion guide* The^program ^^scribes personality as distinct from 
character; discusses positive and negative personality traits; stresses 
the importance of working for delf-discovery, and remaining open to . 
diversity in others. 
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